
Forms, Tools & Processes 

Here’s what I use when connecting with prospects and when on-boarding 
new clients. They’re here in the order of use. Let me know if you have 
questions; I’m always happy to answer. 

RightFit Appointment & pre-qualifying questions -- When someone 
expresses interest in working with me, I send them this link to set up a 
RightFit appointment. There’s a simple questionnaire built into the 
scheduling tool. Here’s what I ask in advance of our appointment: 

Name | Phone | E-mail  

I'm looking forward to talking with you! To jumpstart our meeting, please 
answer these questions: 

How did you find me?  

What's prompting your search for a coach?  

Describe your dream/vision for your life and/or your work. If you could have it 
exactly as you want it, how would it look and feel? What would/wouldn't be 
happening? (Be as brief or as thorough as you like.)  

Anything else you want me to know before our appointment? 
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Prospective Client Template -- This is the checklist I use when talking with 
someone during the 45-minute RightFit appointment. I don't cover 
everything but use it as a guide to make sure I get to the most important 
things. And, I have added my own admin and follow-up actions post-call. 
They are at the bottom of this template/checklist. 

MG Coaching Info -- Contains key info that I send to people after I have 
spoken with them and determined that they are a good fit. They’re in one 
of two place: 1) Ready to get started and this is their prep info;  2) Thinking 
about it / need the info as part of their decision. There are a number of 
links within this document that will take you to other tools I use. 

Pre-Coaching Questionnaire -- this (link) is used once someone has hired 
me. I ask them to complete it before our first session. (The last "question" 
is the agreement covering lots of key logistics.) You can click on the link 
and scroll through the questions without completing it (I think!) :-D
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